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What is an Incident?

Any event affecting a child or a program’s operation such as
seclusion, restraint, medication errors, etc. that is potentially, if
not actually, of serious consequence is considered an incident. All
incidents will be reported in TFACTS by DCS or providers in
accordance with DCS and provider policies.



TFACTS

Tennessee’s Family and Child Tracking System

Why do we need to report Incidents?

As a matter of best practice and program fidelity, agencies and
DCS must record and track incidents that may occur within their
programs from time-to-time. The tracking of incidents will provide
agencies and the Department with both quantitative and qualitative
data that could be used to enhance program efficacy. The tracking
of this information will provide critical data that can be used to
ensure the safety and well-being of children served as well as
provides oversight of provider’s compliance with policy.
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Responding to an Incident Report (IR)
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This is the screen you will see when first accessing TFACTS. Enter your
username and password to log in.

TFACTS

Login

Username: * |

Password: * |
What is SACWIS?: SACWIS stands for Statewide Automated Child Welfare Information System. DCS is committed to
designing, developing and implementing a comprehensive Case Management System that will assist staff in managing
their workloads and provide accurate & current data to assist in decision-making and program modification.

[ Forgot Password? ]
. L Mission: To provide automated technology sclutions to Tennessee's state child welfare agency that supports service
[ Confidentiality Statement ] delivery and practice for the safety, permanency and well-being of children and families.

Assistance

[ TFACTS Overview
[ TFACTS Helpdesk ]
[ Change Password ]

Contact

Tennessee Department of Children's Services
436 6th Avenue Morth, 7th Floor

Cordell Hull Bldg.

Nashville, TN 37243

Phona: (615) 741-9701
Fax: (615) 532-9411



TFACTS

Tennessee’s Family and Child Tracking System

After you log in, the Switch Organization Profile screen appears, if you are
assigned to multiple organizations. If you are not, you will be taken directly to
your home screen.

On this screen you select the organization for which you want to do work.
After you select the organization and click Select, the Home Screen Desktop
tab appears.

SIT log off

Welcome

Switch Organization Profile

Select Organization
Organization: | CPS Central Intake w
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After logging in, you will be shown your home screen. This is where alerts and
messages will be shown. Click on the “Administration” tab at the top of the

screen.
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Click on the “Incidents” hyperlink.

search | switch organization | log off

agged In: Lake002, Brandy [ Davidson Region ]

Financial Administration

Staff
| help |
b On-Call Employee On-Call Employee Search Criteria
Deleqate Assignment ot l icase Selectan Option____V]
Maintain Staff Organization Region |:|
QSR Roster Category:*®
Organization:* Davidson Region |:|
County:™ Flease Select an Option D
Begin date:* 05/31/2012 [09] End Date:* 05/31/2012 [09]

[ include Backups
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To be alerted that you have an Incident to which to respond, you should have received an email
notification from the TFACTS system. In that email, the Incident number is listed; enter that number
in the “Incident Number” field. NOTE: For IRs on children in DCS resource homes or in the care of a
private provider, you must enter an “S” before the number (For example, “S241"). For IRs occurring
in YDCs, you must enter a “C” before the number.

If you do not have the IR number, use the other available search criteria to find the IR to which you
wish to respond.

Home Intake Case Resource Financial Administration
Incidents
| help
\ = =
Criteria
From Date: E To Date: E
Incident Number: | Facility / Resource: |
Incident Category: |:| Incident Type: D
Status: |:|
Child Youth Last Name: | First Name: | OR Child Id |
Resource member [/ Staff Last Name: | First Name: | OR Member Id |
Sort Results By: |:|
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Click “select” next to the IR to which you want to respond.

. 1 ¥ -~ & & "~ | T m—
Incidents
| help |
Search Criteria
From Date: os/29/z012 A To Date: s
Incident Number: | Facility / Resource: |
Incident Category: |:| Incident Type: D
Status: D
Child Youth Last Name: | First Name: | OR Child 1d |
Resource member / Staff Last Name: | First Name: | OR Member Id |
Sort Results By: [+]
Result(s) 1 -1 of 1 Page 1 of 1
Incident Incident Date Child/Youth Name Resource Member [Staff Category Resource
Number
select - - Baxter, Addendum
e 5245 0s/30/2012 CO nfldentlal Amandspgz  Submitted 7Y
Catennn: [~ | addrocident |
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Click the “Response” hyperlink.

| Logged In: Lake002, Brandy [ Davidson Reg
| hel

Administration > Incidents > SIR Incident Details

Incident Information Child / Youth Involved Resource Members/ Staff Involved Response

Incident Details

Incident Date: * 05/30/2012 Incident Time: 05:45

Incident #: 245 Contact Person Info: |Mary Bobbit, 6815-469-7635
Incident Submitted Date / 05/21/2012 10:56 AM Submitted By: Lake002, Brandy
Incident Category: Serious Restricted:
Incident Subtype 1: Incident Subtype 2:

Incident Type: *

CPS Referral

Was CP5 referral Made: CPS Referral #:
Date of Referral: Time Of Referral:
Resource: Baxter, Amanda002 |:|

Incident Location: Offsite Incident:

Incident Sublocation: Offsite Location:

Incident Description:*

Ms. Bawter, the foster mother, reports she was cleaning Frank's bedroom, and while changing the sheets, she discovered an unloaded pistol between the
mattresses. Ms. Baxter states she took the gun and put it in the locked fire box in the top of her bedroom closet where she keeps her important documents.
Ms. Baxter states she has never had any weapons in her home and has no idea where Frank could have gotten the gun. Frank wasn't home at the time she

J Trusted sites 100

Dane
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Complete the narrative “Response” box with your response to the Incident
Report. Make sure to include who you called/emailed, when, and what was
discussed, including any steps that have been or are to be taken to prevent
(further) harm or prevent the incident from happening again.

Then, click the plus sign next to “SIR Additional Info.”

Administration > Incidents > Incident Response

Resource Members/ Staff

Incident Information Child f Youth Involved
Involved

\\\\ Incident Response
Response:

Response

Last Updated Date: Updated By:

SIR Additional Info

Action: [+]

Close Incident: | Closed By:

= EB=E =
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1 - Select whether the handling of the incident was appropriate and which of
the available factors are the “Contributing Factors” to the incident.
2 - Then, select the appropriate needed next action.

Incident Information Child / Youth Involved SEETINES UEEEs SR Response
Involved

Incident Response
Response:

Last Updated Date: Updated By:
1 = SIR Additional Info
-
Handling of Incident was Appropriate: |:|

\ Contributing Factors

N Available Factors Selected Factors

Inadequate Mumber of Staff Present |:|
Inadequate Programming 3
Inadequate Supervision of Child |E“
Inadegquate Training/Supervision =
Unsafe Environment D

Action: |:|

Close Incident: zed B

Additional Infermation Needed

Follow Up Meeded

No Follow up Needed
| save | cancel | Fefer o tiaher Authertty 2
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Once you have completed all the sections on this screen as explained, if no further action is
needed and no additional narrative needs to be added at a later time/date, click the box
next to “close incident” and then click the “Save” button.

If you wish to add additional information to your response at a later time, click the “Save”
button, and the incident will remain open, in “submitted” status. After you enter your
additional information at a later time, don’t forget to click the box next to the “close incident”
to ensure the incident is closed.

Administration > Incidents > Incident Response

Resource Members/ Staff Response

Incident Information Child f Youth Inveolved
Involved

Incident Response

Response:

Last Updated Date: Updated By:

SIR Additional Info

/

[~

1 Closed By:

Action:

/

Close Incident:

S

= B = )
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In this topic you learned how to: —

*Search for a specific Incident Report '

F .-
*Respond to an Incident Report l
~ REVIEW / LY
1
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